32 Check System ™
Learning Administration ~ i e SUCCQSSInaSEEgLSy

& i | | &

Competencies Learning Content Commerce  System Admin References

l Search: | Enter Keywords or Command ; I

(4) Search Results

& General Employee Access EMP (] & @ Actions

Assignment Rules Summary: Propagate
1 Domain(s) and 1 Group(s) define the users who are in this assignment profile. Manage Rules

Status: Valid Last Propagated on:7/19/2... *Domain: Core Dataset (CORE)
ntact Email: Created By: Herley, Jennifer
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Manual Learning Assignments: Step by Step

Assigning an Item Using the Learning Plan Tab
Admin Tools > Learning > Learning Administration > Learning > Users

successfactors
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Leamning Administration ~

Click the Add checkbox next to the item(s) to add, and click Add.

o a ][] o™ ~
; . . . . Home Users Competencies Leaming Content Commerce  System Admin References  Reports
o Enter criteria to search for the user to whom you will assign the item and | Sewon [ o e o Gormar | (8on) | | @
click Search. ———
Search Save As Resel o]
Q Clickthe User ID link from the searchresults. | Users
( Assignment Profiles Fleld Chooser © load Search Resulls %
e Select the Learning Plan tab in the Related area. SN S e
Job Families Select All / Deselect Al
. . Positions W § 2 3 ePrevieus  Nexts -
@ Click the Add New Learning Plan button. — e — e —
G Organzation Groups ;fﬂag B | v -
@

Add/edit the Required Date using the calendar icon. Learning Administration ~
Select an assignment type from the drop-down menu. R ere MO e W] e e 5
7 ‘ Search; | Enter Keywords or Command - L i ——e
- COURSE CRC- LOCK (Rev 1 - 9102013 1048 CRC- Lock out Tag Out M [ozvzes | O A
Amenca/New York) 5
) S — COURSE KG-LOCK OUT TAG OUT (Rev 1 - KG Lock Out Tag Out M [emon | 0O
91072013 1050 Amenca/New York)
& Marcus Q Hoff COURSE CRC- Floor (Rev 1 - 8102013 1082 CRC- Floor Silp Prevention M [z | [
£dif America/New York)
COURSE EAM ITEM10 (Rev 1 - 9102013 ESALIne Safety Bnefing (8 [ozzon | 0
Picture: 1053 Amenca/New York)
ONUINE LMB-TESTSAFETY (Rev 1 - LMB Safety Basics 0 [ozvz03 | L]
9/11/2013 1623 Amenca/New York) ‘
*Domaln: Industry (IND) BRIEF ZOR-LSB-01 (Rev2- 91320130430 20R-Line Safety Briefing V2 M [rozv203 | 0
AmencaNew York)
Primary Supervisor: Grant, Carla () poc AMC-SBS (Rev 1- 91132013 0912 AMC Safety Briefing Sheet M [oeeos | [
Job Location: Amencaiew York) L L
ViewAl @ 1 OJTM-AYSJ:WI-SIINNHDSZJ AMC Advanced Salety M [ozzz0s | 0 e
COURSE 100 (Rev 1 - 9242013 1045 |
= (s Ol O v“:n 1 Satety 80 [ozz0s | M
Item Title COURSE 189 (Rev 1 - 8242013 1602 Satety in the Workplace R [ozz0 | 0
Learning History b
L
h-—'-l“’ : Page 4 5 67 & Previcus teexts (72 total reconds) h.- ds-
Curricula American Sign Language Select All | Desaiect All
Competency Profiles Add v
Competencies
Extornal Requests ongin Sell-Assigned Assigned 9/9/2013
Assignment Profiles Anti-Discrimination Policy w/Exam Frank . Required Date 6242013 =] Assignment Ty Complianct v | [
Object Detaits Days Rem: 12, Compl Date:
Curriculum Fallure Date
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Manual Learning Assignments: Step by Step

Assign Curricula Directly to User Record
Admin Tools > Learning > Learning Administration > Learning > Users

Leamning Administration ~

o a & 7] W
. ) ) 3 . Home Users Competencies Learning Content Commerce  System Admin Referonces  Reports
o Enter criteria to search for the user to whom you will assign the item and R == o= cos L @0 Lo
click Search. ——
| Search Save As Reset o]
a Click the User ID link from the search results. | Users :
4 Assignment Profiles Fleld Chooser © load Search Results %
i Job Codes =
@ Select the Curricula tab from the Related area. e s
Positions Raconds per Page] 10 ] Page:t 2| 3 ePavious  vasts (23 totel records) O E Y - |
@ Click the Add New Curricula button. Organizations Uwer 10 e Aipee b deboosion e Vel
mhofl! Hofl, Marcus Q Yes L]
Organization Groups ‘/GHLDHCFT& 'Hoﬂman. Ashiey B [ 'Yea [ O
Q Click the Add checkbox next to the curricula to add and click Add.
. . Learning Administration ~
@ Verify that the curricula are added to the user record, then select the
Learning Plan tab from the Related area to view the items that are added N m -
to the user’s learning plan based on the curricula added. Mome Users  Compstencies Learming Comtent | Curricula =
l Search: | Enter Keywords or Command e e ﬂl Heset 0
Add Curricula To User
» [haa ] Rese
A i Ruconds purPagel 10 V| Bage 1| 23 cPravious | Nukts (28 fotal recire) S ERTY - |
Edit Salect All 1 Dasalect Al
Picture: Curmiculum ID Title o fice Priority  Add
TMF-0001 TMF - Manufacturing Safety Training ™ (10222012 0
*Domaln; Industry IND) 620 Safety M[iozzots | O
Primary Supervisor: Grant Carla (coff 510 satety (M [10232013 0
Job Location: EHS-001 Basic OSHA Safety Requirements (M [10z32013 | ]
View All 3) e EHS-800 Laboratory Safety m 10232013 O
: 604 Safety ™ [1o=32013 ¥
e f:oln.od . More @ Curricula O Aua sy ST oz ] a
l::::i:: m:" - EHS-106 Warehouse Operations Safety ™ [10=32013 ]
3 R B SRS e
Competency Profiies C Add P G
Compaetencies Employee Safety
External Requests Executives Track
Assignment Profiles Leadership Development Incomplete  N/A (3 Iv| 30012 442013 | ] System Detaits (]
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Automated Learning Assignments: Step by Step

Associate a Curriculum to a Job Code
Admin Tools > Learning > Learning Administration > Learning > Users >
Job Codes

Enter criteria to search for the desired job code and click Search.

Click the Edit icon to access the job position record in edit mode.

Click the Automatically assign the curricula when the user is assigned
this job code and Automatically remove the curricula when the user’s

job code changes checkboxes.
Click Apply Changes.

Select the Curricula tab and click the add one or more from list link.

Check the Add curricula to users who are assigned this job code
checkbox.

Click Add.
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Leamning Administration ~

ol I &

[y

Home Users Competencies Leaming Content Commerce  System Admin

i Search: [ Enfer Keywords or Command ] l i &
Job Grade: Samswe V] | kg 7
Job Family 1D: Starts Win vl b s
Users o
Assignment Profiles Add&/Remove Criteria ©
Job Search Save As Reset
Job Famikes Field Chooser © Download Search Results 5
Positions
RacodsperPage] 10 | Paget 21 3| 4| & ePravious Nexs (134 total reconds) LT - |
Organizations
- Job Code ID « Description
Organization Groups ADMINASST L2 [ Administrative Assistant
Regions ANALYST Q& Anayst
51 Tools ASSOC Q (2 Assoctate
= BANK-CASHIER D@ cashier
Detalls: A
* Domain: Q, [rn.
Job Location: | Mo
Summary Job Grade: | Mo
Custom Fields Salary Range - Minimum: | ]
Curricula Sy
Cply Profiles (1000) l ]
Career Paths Salary Range Currency: | lv]
Profile Job Family ID: Q,
Positions 0 assign the when the user is assigned this job code
e [] Automatically remove the cumicula when the user's job code changes
O assign the y profiles when the user Is assigned this
job code
0 remove the profile when the user's job code
ﬁ Apply Changes Reset Copy Job Code. Delete v
Cumculum ID Description Add
Summary 510 Safety 0
520 Satet )
Custom Fields . [ /
. . 604 Safaty %)
l Curricula AM- AM-Basic Communications Training O
COMMUNICATION
Caty Profiles S R S
Career Paths -,
AMC-MS ANC Microsoft Frontoffice O
Profile AMC-MST AMC Manufacturing Safety Training 0
Positions AMC-SECURITY  AMC Secunty 0
ANNUAL-CEU Annual CEU Hours 0
APP-400 Basic Computer Skills (W]
RecodzperPagel 'O M Pagert 2 1 4 5 i lests (135 total reconds) hw[:]-"‘-.

O
O O Add curricula to users who are assigned this ob code

Select All / Dasalact Al

e Add Reset v




Automated Learning Assignments: Step by Step

Add a New Assignment Profile
Admin Tools > Learning > Learning Administration
> Learning > Users > Assignment Profiles

Enter an Assignment Profile ID and
description and select a Domain.

Enter an Email address for the person
responsible for the assignment profile.

Enter the Created For information. This
identifies the person who requested the

assignment profile to be created.
Enter any applicable notes and click Add.

g
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Overview: Step by Step

Record a Learning Event
Admin Tools > Learning > Learning Administration > Learning > Users >
Tools > Record Learning - Multiple

Select the Item radio button. NOTE: To record a learning event for an
external event, click the External Event radio button.

In the Search & Add Items section, select the Item Type ID from the drop-

down menu.
Enter the Item ID, and click Add.

In the Search & Add Users section, enter the User ID and click Add.

Click Next.

In the Edit Details section, enter details for the item such as completion
date and time, time zone, grade or completion status, and total hours.

Click the expand icon to view details for each user. If the details are
different for each user, change the item details accordingly and click Next.

Then click Submit.
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' Search; | Enter Keywords or Command

Users
Assignment Profiles
Job Codes
Job Families
Positions
Organizations
Organization Groups
Regions

- Tools

[ TP —
Record Learning - Mutiple

Learning Event Editor
Merge Users

Send Notifications
Supervisor Assistant
Usor Noeds Mgmt

Record Learning - Multiple

Inial Information > Edit Details > Confirm

|Heip] A

This wizard is 10 record leaming history for muliple users for one or more Rems, scheduled offerings or external events. Smply indicate the type of leaming o record,
related tema zcheduied offenngs or external event to ba recorded for each and specdy the users for whom you want to record the learnng hustory

‘What kind of learming you want o record?
®item (U Scheduled Offering () External Event

Search & Add ltoms
Item Type ID: We—ﬂ
item 1D: Q, (503 e
List of Selected ems
Item Title
COURSE 603 Safety In the Workplace

Search & Add Usors
sy
List of Selected Users

User ID Name
mhoff1 Hoff, Marcus Q Bemove

Leaming Administration ~

o a &

- [y

Home Users Competencies Leaming Content Commerce  System Admin
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' Search; | Enter Keywords or Command

Users

Assignment Profiles
Job Codes

Job Families
Positions
Organizations
Organization Groups
Regions

|- Tools

[ P ——
Record Learning - Nutipe

Learning Event Editor
Merge Users

Send Notifications
Supervisor Assistant
User Noeds Mgmit

Record Learning - Multiple

Intsal Informaton > Ed Detais > Confirm

|Help] A

Previous Next

Review and update the selections you made on the previous page. You may change detais (such as Grade or Completion Status) for any spacific record, or change the detals

for a group of records at once.

Edit Details
Group By: |tem |~

* » Required Fiekds

* Completion Total  Credit
Date * Time Hrs Hrs
em MMDONYY He<mm * Time Zone * Grade / Completion '
OOU‘RSEmD 1130 O, [americal  [38 [CERT-RECERT (Completed Recertiication) - For Credt ||| 16.00
"3
York)




Substitutes and Prerequisites: Step by Step

Establish a Substitute Relationship
Admin Tools > Learning > Learning Administration > Learning > Items

Enter criteria to search for the item that will grant substitute credit and click
Search.

Select the Substitutes tab from the Related area.
Clickthe Add New Substitutes button.

Enter criteria to search for the item that will grant substitute credit and click
Search.

Select the completion status Substitute Credit from the Status drop-down
menu.

Check the Force Credit checkbox. If you would like to apply retroactive
substitute credit, enter an effective date.

Click the Add checkbox.

290000299 9

Click Add.
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Select the item for which you would like to establish a substitute relationship.

successfactors

Leaming Administration ~

' Search. x‘fnferkeyworoaucommam ‘l |°op| l

e

0 Search Save As Reset A

| Mtems
Scheduled Offerings Fleld Chooser © Download Search Results i
Classes Raconis parPage] 10 |~ | Puge: 1| 2 aPrevious | ests (18 100 racovy Pt o2
Group Instances tom Tite
Catalogs SS;J)RSE 100 (Rev 1 -wzeb America/New Safety

Curricula COURSE 189 (Rev 1 - 9242013 1502 AmencaNew  Safety in the Workplace

Learning Administration v

2 l Search; | Enter Keywords or Command ‘l (Goy ) 1 o
4 Search Results
) Safety COURSE 100 (Rev 1-9/242.. [i] =5 & Actions
Description: tdit @ Asekin
Schedule
Bookmark
- Send Notification
Active: Yes Edit
A Copy
Classification: Instructor-Led ThumbnaiiFile: TN 2090909 9 2B
*Domain: Default Public Access Domain (F e
Approval Process:  (First Level Supenvisor) Approval Required: o
View Al @

/]
Related More @ Substitutes ‘ o 2

Jam Groups Item Title Status Force Credit Effective Date Remove
Catalogs ! LI select An
Subjoct Areas BRIEF EAM ITEM1 (Rev..  Life Safety Briefing Substitute CreditP | v | [¥] MMDOYYYY . |

Prerequisite:

Scheduled Offerings
Curricula
Tasks

Add/Remove Criteria ©

Add Substitute Items To Item

‘ =
e L2 S — FageltJorso B
Salect All / Dusalect Al

) Force  Effective Date 0
Item Title Status Credit (MMDO/YYYY Add
BRIEF EAM ITEM1 (Rev 1. Life Safety Substeute vl @ e B
B/10:2013 1043 Amenica/New Briefing

Yor)
BRIEF ZOR-LSB-01 (Rev2-  ZOR-Line v [ m O
8/13/2013 0430 Amenca/New Safety

York) Briefing V2

BRIEF ZOR-LOTO-01 (Rev1- ZOR-Lockout [ v} [ @ 0

]
/1072013 1046 AmericalNew Tag Out Yes
_




Substitutes and Prerequisites: Step by Step

Establish a Prerequisite Relationship PRI S CCessfactors”

Leaming Administration ~

Admin Tools > Learning > Learning Administration > Learning > Items

NI, o™ ~
i i i . . . Home Users Competencies Learning Content Commerce  System Admin References  Reports
Enter criteria to search for the item for which you would like to establish a || oo [ErerRervoris o Commana | (Gor) | | @
prerequisite and click Search. ==
. . . . .. Search Save As Reset A
Selecttheitemforwhich youwouldliketo establishaprerequisite | ems 0
relationship. Schedued Oferings. | "9 Chooser® Download Search Results &
o o . Classes 10 |V % 2 Ned> ==
Select the Prerequisites tab from the Related area of the item. = s ]« ] e SR L
oup Instances tom o Title
Catalogs COURSE 100 (Rev 1 -leeb America/New Safety
. York)
Click Create New GrOUp. Curricula COURSE 189 (Rev 1- 92472013 1502 AmericaNew  Safety in the Workplace

Enter a title for the group and click OK.

Learning Administration v

Click the add item icon next to the name of the group you just created.

2990399290 9

ol - - i l
(D -
Enter criteria to search for the item which will be a prerequisite for the first S oo N —— ‘ S
item and click Search. e = 7> Comerd REDM! L&
Check the Add checkbox next to the desired item. B, teiey SAREIORN1 0. 0.9.0, Adve
Description: fdi gy Assign
. Schogule
Click Add. Bookmark
Active: Yos Ean “m—um
Classification: Instructor-Led Thumbnail File: w :::’
*Domain: Detault Public Access Domain (f e
Approval Process: (First Level Supenvisor) Approval Required: No
ey S e
Related umore @ Prerequisites ) Create New Group 6 9 2
Assignment Profiles Type Title D Remove
Segments ] Select All
Online Content = test1 [ X% @
Competencies B)] Lite Safety Briofing BRIEF EAM ITEM1 (Rev 1- 9/10/2013 1043 o
Jam Groups
Catalogs
Subject Areas

Add Prerequisites

Add a Prerequisite Item to the ltem
Items that are nactive cannot be added as Prerequistes

RecordsperPage| 10 VI Pageit 2 3 4 5 cPmvieus et (456 total reconds)

Item
BRIEF EAM ITEM1 (Rev 1 - 9102013 1043
America/New York)

BRIEF ZOR-LSB-01 (Rev 2 - 132013 0430 ZOR-Line Safety Briefing V2 ]
AmercaNew York)

BRIEF ZOR-LOTO-01 (Rev 1- 9102013 1046  ZOR-Lock out Tag Out [l
Amenca/New York)

BRIEF dfg (Rov 1 - 7/24/2013 0606 Amerca/New B
York)

CERT Philou (Rev 1 - 77262013 0616 ]
Amenca/New York)

CERT SOX-001 (Rev 1 - 8/27/2009 1101 General IT Control Requirements of Sarbanes-Oxiey Section 0
Amanca/New York) 404

Tie
Life Safety Briefing
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Requirements-Based Curricula: Step by Step

ReqUIred Dates Edltor ) o ] ] Learning Administration ~ kL ook ot S0 v SUCCGSSf&CthS'
Admin Tools > Learning > Learning Administration > Learning > Tools >
Required Dates Editor A [ ) .«
Home Users Competencies Learning Content Commerce  System Admin References  Reports
' Search; | Enter Keywords or Command ‘l m l l &
Step 1: : :
. . & Required Dates Editor e
e Select Required Dates Editor from the drop-down menu. Casses
Group Instances Step 1: Add Users
e Click the Add one or more from list link to add users. Catmiogs e
Curricula * » Required Fekds
e Click Next. = e Q
Questionnaire Surveys
Communities e L
Step 2 Instructors £ Ve
' Tasks Apply Changes
Click the Add one or more from list link to search for curricula to add and = Tools
click Search. Chose Scheduied Oerimg
zmm"::" Edit Users
r:?::j"”:i’::"." 1 There are no Users in the ist. Please add User before proceeding
Step 3: Schechled Ofering Bottcs
Click the Add one or more from list link to search for free-floating items to
add and CliCk SearCh. Learning Administration ~
TR,

: OB -
Step 4: Wome Users Competencies Leaming Content Commerce System Admin Reforonces  Reports
' Search; | Enter Keywords or Command | (Go») l |

G Enter a new required date for each item listed.

@ cickFinish. N R.easm m

Classes
Group Instances
Step 4: Edit tem Required Date
Catalogs
Previous Schedule Job Finish
Curricula
red Date
Requirements Curriculum  Item Titie Fku' :
EHS-1 COURSE EHS-128 (Rev 117262008 0900 Universal Precautions {™M[12002013 |
Questionnaire Surveys AmencaNew York) _
EHS-1 ONLINE EHS-126 (Rev 11/26/2008 0900 Safety and Health Management (™ 02032014
Communities <droidin L )
Instructors EHS-1 SOP EHS-118 (Rev 11/252008 0900 Process Safety Information ™ [oanr2014
g ¢ OGNS J
Tasks EMS-1 COURSE EHS-124 (Rev 11:26/2008 0900 Safety and Emergency (™ oen2201¢ |
Amenca/New York) Preparedness ¥ %
= Tools BRIEF EAM ITEM1 (Rev 9/1072013 1043 Life Safety Briefing " [oanazore |
Clone Scheduled Offering Amanca/New York) R TIR

Cancel Scheduled Offering
Curriculum Scheduling

Registration Assistant
Required Dates £ dio

Scheduled Offering Notification
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Learning Extras: User Management Tools

The tools in User Management allow you to address
various situations that might occur, such as contacting
users to inform them of an update or correction,
supervisors leaving the organization, or the existence
of multiple user records for the same user.

Admin Tools > Learning > Learning Administration
> Learning > Users > Tools

Merge Users
In cases where two records represent the same
user, consolidation requires transferring learning
assignments and learning events. When merging
users, the primary and secondary user records are
known as Merge Into and Merge From, respectively.

Notification Assistant
The Send Notifications wizard identifies a group of

users and then sends a message to them as an ad-

hoc notification. An ad-hoc notification broadcasts
email through SuccessFactors Learning like a

standard notification, but you control to whom it is
sent and when, rather than the system automatically
grouping and sending the notification.

Supervisor Assistant
The Supervisor Assistant provides a quick and
easy way to reassign multiple subordinates to a new
supervisor if a supervisor leaves the organization, is
promoted, or reassigned.
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Leaming Administration v

Users  Competencies

Learning  Content  Commerce

Search Enter Keywords or Command

Users

Assignment Profiles
Job Codes

Job Families
Positions
Organizations
Organization Groups
Regions

- Tools

Record Learning - Financial

Learning Event Editor
Merge Users

Send Notifications
Supervisor Assistant

System Admin

Record Learning - Financial

Step 1: Select Event Type

® ltem
) External Event

Scheduled Offerng

" Check System
Test Admin (admin2) ~
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